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PROPOBALs Infustrial Card Files ' 15 My 1957
1. Files in &1l Branches be cut off st the end of 1952 and all meterial dated
1952 and prior be trensferred to the Records Center in hard ecopy.

This will move the major Sortm:auf low level material out of the current
files vhich contain hi% e and more selective materisl. Approxismtely
T50 suble feet of files be trassferred to the Becords Center releasing
75 safes snd 600 pquare Teet of floor space for other use. It is lwportant
that the gut-off dste Le made across the bosrd with ss fov e tions as possible
in order to fagilitate the point of search. This material could be recalled
by individual documents or plants for tewporary reference purpodes. Also
based upon use or need could be recilled on 3 perwmnent transfer basis for inter-
file in the current fils. The varicus machine listings availsble to the enalysts
show & listing of all Soumsents filed unfder each plant which in turn would
serve a8 35 Index to vhat is at the RJecords Center and what iz in the current
f£iles. Coples of thess listings shoald be Purnighed to the Records Center.

2. Files in Branch X dated 1953 thraugh 1956 be vierofilzmed and placed in film-
sort jeckets. Jard copy of this waterial should be transferred to ibe Records

The originel negative shoad be in the current files and used in lieu
of bard copyr. A copy of the negetive should be mede for VM storage.

3. Tests in the use of shelf Tiling be continued on a concurrent basis with
the test of starofilming snd retirevent of doecuments.

4. Hard Copy files mccumulated in Franch X during 1957 be filmed during 1958,

Original negatives should be retalned in current files and hard copy trens-
farred to Records Center. A copy of the negative should be made for WM storage.

5. During the latter balf of 1955, based on experience from the use of microfilm
:ﬁimn of hard copy from the Records Center, decife on one of the following
Shst

{1) If wicrofilm proved completely satisfactory, destroy sll hard copy in
eurvent £1les (1953-1957) snd destroy hm eai:r smuslly after each
, ing year has beer filmed. Retain fils In current files
infefinitely. If materis! at Records Center (1952 and prior) is to be
retalined over 10 years, uierofilms it,

(2) 1t ofiln 18 sdequste for older materisl ﬂogt ) 1y 1953 hard

(2) % mim%ﬁ%ing aréd retain filp in eurrent 1’;;.03 isgg 11
%w & S-year level of hard copy in currept files and that meterial
over 5 yeara would be waintaioed onn film.

{3) If microfilm is immdequate, and 1%t is found that use of waterial over 5
years 914 retained at the m Center i3 satisfactory, then establish
an anmml cut-off and retirement plan. This 14 meintain hard copy
4n currsnt 1 for Tive years. (S-year level). Merofils should de
@lsscntinued {unless it is necegsary for WM storagej. If shelf filing
has proven suocessfull, ten convert sll files to shelf files.
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